
 
 
 

To: Department of Social Services Staff  
 
From: Sonia Asare, Legal Director 
 
Date: January 9, 2019 
 
Re: Acceptance of Service of Legal Documents   
 
This memo revises policy concerning the acceptance of service of subpoenas by DSS staff, 
issued on July 30, 2015, and provides guidance concerning acceptance of other legal documents.   
As will be described in more detail below, DSS staff should never accept service of a Summons 
and Complaint.  For subpoenas, the general rule it to accept service ONLY if the subpoena 
names you personally or, for designated staff, if it is directed to the agency itself or the Keeper of 
the Records. 
 
Summons & Complaint: A Summons is an order for someone to appear in court. A Complaint is 
the document that explains the basis of the lawsuit.  DSS staff may never accept service of a 
Summons and Complaint, regardless of the type of action.  Instead, staff must inform the 
marshal that DSS is not authorized to accept process in a civil action against the state or its 
officials and suggest that the marshal contact the attorney or individual who drafted the summons 
and complaint to determine who is authorized to accept process.  This includes a Summons & 
Complaint that is a Probate Appeal.  Attached is a sample Summons and Complaint (Attachment 
1). 
 
Administrative Appeal: Although most administrative appeals are served through the mail, DSS 
staff may accept service of administrative appeals that are served by the marshal. (Attachment 2).  
If you accept service of an administrative appeal, or you receive an administrative appeal in the 
mail, please scan or fax it immediately to me (Sonia.Asare@ct.gov, Fax number 860-424-5403). 
 
IMPORTANT:  Field offices and Central Office must designate specific individuals to respond 
to security staff when a marshal comes to serve a summons and complaint or an administrative 
appeal. When that person goes to meet the marshal, he or she should state affirmatively that he or 
she is not accepting service but merely reviewing the document to determine if it is an 
administrative appeal, in which case the staff member may accept service.  
 
Subpoenas: A subpoena is a legal document that requires a person to provide testimony or 
produce documents for a legal proceeding.  With the limited exception for staff in Central 
Office who are authorized to accept service on behalf of the Commissioner or Deputy 
Commissioners, staff should never accept a subpoena on behalf of another staff member.  
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For a subpoena addressed to an individual employee, security staff will call the individual who 
the marshal is attempting to serve and ask that person to come accept service from the marshal.  
If the security staff can’t reach the employee, they will provide the marshal with the employee’s 
office telephone number to allow the marshal to schedule a day and time to serve the individual.  
If a subpoena is directed to you, you must accept it. 
 
Designated staff may accept service of a subpoena directed to “DSS,” the “Department of Social 
Services” and the “Keeper of the Records.” Attached is a sample subpoena (Attachment 3). 
 
Upon receipt of a subpoena, please scan it and send it immediately to Corinne Seibert 
(Corinne.Seibert@ct.gov). She will assist you with your response to the subpoena. 
 
For all legal documents, if you have any questions about whether to accept service, please 
contact me or another attorney within our unit before accepting service. 
 
Thank you. 
 
Attachments 
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Summons and 
Complaint  

Including Probate Appeals 

(Attachment 1) 

Administrative 
Appeal 

(Attachment 2) 

CAN DSS ACCEPT SERVICE?  

NO 

INFORM STATE MARSHAL THAT 
WE CANNOT ACCEPT SERVICE 
AND SUGGEST THAT MARSHAL 

CONTACT ATTORNEY OR 
INDIVIDUAL WHO DRAFTED 

SUMMONS AND COMPLAINT TO 
DETERMINE PROPER SERVICE   

CAN DSS ACCEPT SERVICE? 

YES 

IMMEDIATELY SCAN OR FAX 
THE APPEAL TO 

ATTORNEY SONIA ASARE 
 
FAX: 860‐424‐5403 
Email:   SONIA.ASARE@CT.GOV 

Subpoenas

Two types of subpoenas 

(Attachment 3) 

Subpoena 
addressed to a 

DSS staff 
employee. 

Subpoena addressed to 
“DSS”; “Department of 
Social Services” or 

“Keeper of Record” or 
“Custodian or Records” 

IMMEDIATELY SCAN 
THE SUBPOENA TO 

ATTORNEY CORINNE SEIBERT 
 
Email: 
CORINNE.SEIBERT@CT.GOV 

STAFF SHOULD NEVER 
ACCEPT SERVICE FOR 

ANOTHER EMPLOYEE.  YOU 
MUST CALL THE EMPLOYEE 
TO HAVE THEM MEET THE 
MARSHAL TO ACCEPT 
SERVICE.  IF THEY ARE 

UNAVAILABLE, PROVIDE THE 
MARSHAL WITH EMPLOYEE’S 
TELEPHONE NUMBER AND 

MARSHAL CAN ARRANGE FOR 
SERVICE. IF SUBPOENA IS 

DIRECTED TO YOU, YOU MUST 
ACCEPT SERVICE.    

All other Legal 
Documents 

Call Sonia Asare or 
another attorney in the 
OLCRAH Unit before 
accepting service. 
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